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FOREWORD 



J fus ( <uin<,i»im(j «inrj (ju»<Janc e program series is patterned 
after the Per lor manic Based Teacher Education modules 
designed and developed at the National Center for Research 
in Vocational Education under Federal Number NE C00-3-77 
Because this model has been successfully and enthusiastically 
reneved nationally and internationally this series of modules 
follows the same basic format 

This module is one of a series of competency -based guidance 
proqram training packages focusing upon specific professional 
and paraprofessional competencies of guidance personnel 
The competencies upon which these modules are based were 
identified and verified thm.igh a project study as being those 
of critical importance for the planning supporting implement- 
ing operating and evaluating of guidance programs These 
modu'es are addressed to professional and paraprofessional 
guidance program staff m a wide variety of educational and 
community settings and agencies 

Each module provides learning experiences that integrate 
theory and application each culminates with competency 
referenced evaluation suggestions The materials aredesigned 
for use by individuals or groups of guidance personnel who 
are involved in training Resource persons should be skilled in 
the guidance program competency being developed and 
should bethoroughiy oriented to theconceptsand procedures 
used in the total training package 

The design of the materials provides considerable flexibility 
for planning and conducting competency-based preservice 
and mservice programs to meet a wide variety of individual 
needs and interests The materials are intended for uce by 
universities state departments of education postsecondary 
institutions intermediate educational service agencies JTPA 
agencies employment security agencies and other commu- 
nity agencies that are responsible for the employment and 
professional development of guidance personnel 

The competency-based guidance program training packages 
are products of a research effort by the National Centers 
Career Development Program Area Many individuals institu- 
tions and agencies participated with the National Center and 
have made contributions to the systematic development 
testing and refinement of the materials 



National consultants provided substantial writing and review 
assistance in development of the initial module versions over 
1300 guidance personnel used the materials m early stages of 
their development and provided feedback to the National 
Center for revision and refinement The materials have been 
or are being used by 57 pilot community implementation sites 
across the country 

Special recognition for major roles m the direction develop 
ment coordination of development testing and revision of 
these materials and the coordination of pilot implementation 
Sites is extended to the following proiect staff Harry N Doer 
Consortium Director Robert E Campbell Linda Pfister 
Directors Robert Bhaerman Research Specialist Karen 
Kimmel Boyle Fred Williams Program Associates andJame 
B Connell. Graduate Research Associate 

Appreciation also is extended to the subcontractors who 
assisted the National Center m this effort Drs Brian Jones 
and Linda Phillips-Jones of the American Institutes for 
Research developed the competency base for the total pack- 
age managed proiect evaluation and developed the modules 
addressing special needs Gratitude is expressed to Dr 
Norman Gysbers of the University of Missouri-Columbia for 
his work on the module on individual career development 
plans Both of these agencies provided coordination and 
monitoring assistance for the pilot implementation sites 
Appreciation is extended to the American Vocational Associ- 
ation and the American Association for Counseling and 
Development for their leadership in directing extremely impor- 
tant subcontractors associated with the first phase of this 
effort 

The National Center is grateful to the U S Department of 
Education Office of Vocational and Adolt Education (OVAE) 
for sponsorship of three contracts related to this competency- 
based guidance program training package In particular we 
appreciate the leadership and support offered project staff by 
David H Pntchard who served as Pie proiect officer for the 
contracts We feel the investment of the OVAE in this framing 
package is sound and will have lasting effects in the field of 
guidance in the years to come 

Robert E Taylor 
Executive Director 
National Center for Research 
m Vocational Education 
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ABOUT THIS MODULE 



Goal 

After completing this module, career guidance per- 
CONDUCT STAFF DEVELOP- aonnel will be better able to assess staff members' 
MENT ACTIVITIES needs and competencies related to program devel- 

opment and provide appropriate learning activities 
for them. 

INTRODUCTION 5 

READING 7 

Competency 1 determine the competencies needed by staff members to implement a 

comprehensive career guidance program 7 

Competency 2 Determine the competencies that staff members have not yet acquired by 
administering needs assessment interviews and written instruments, reviewing organiza- 
tional goals, plans and staff records, and making personal observations 10 

Competency 3 Identify several alternative modes and sources of staff development, 
describe the advantages and disadvantages of using each, and select appropriate ones 
for staff 14 

Competency 4 Develop a detailed plan for a staff development session that includes needs 
of participants, competencies to be addressed, date and time of session, general content, 
goals, objectives, learning activities, references, equipment and materials, and evaluation 
procedures 18 

Competency 5 Describe the steps to be followed in assisting a staff member to design and 

implement an individualized professional development plan 24 

Competency 6 Evaluate the program s staff development effort in terms of participants. 

progress, and impact of the effort upon the agency, and make appropriate modifications 25 

LEARNING EXPERIENCES 

1 Determining Needed Staff Competencies 27 

2 Identifying Competencies Not Yet Acquired 35 

3 Identifying Sources for Staff Development 45 

4 Developing a Staff Development Plan 51 

5 Designing an Individualized Staff Development Plan 59 

6 Evaluating Staff Development Programs 65 

EVALUATION 71 

REFERENCES 79 



3 



9 

ERLC 



6 



ABOUT USING THE CBCG MODULES 



CBCG Module Organization 

The training modules cover the knowledge, skills, and 
attitudes needed to plan, support, implement, operate, and 
evaluate a comprehensive career guidance program. They 
are designed to provide career guidance program im- 
plementers with a systematic means to improve their 
career guidance programs. They are competency-based 
and contain specific information that is intended to assist 
users to develop at least part of the critical competencies 
necessary for overall program improvement. 

These modules provide information and learning ac- 
tivities that are useful for both school-based and 
nonschool-based career guidance programs. 

The modules are divided into five categories. 
The GUIDANCE PROGRAM PLANNING category assists 
guidance personnel in outlining in advance what is to be 
done. 

The SUPPORTING category assists personnel in know- 
ing hew to provide resources or means that make it possi- 
ble for planned program activities to occur. 
ThQ IMPLEMENTING category suggests how to conduct, 
accomplish, or carry out selected career guidance program 
activities. 

The OPERATING category provides information on how 
to continue the program on a day-to-day basis once it has 
been initiated. 

The EVALUATING category assists guidance personnel 
m judging the quality and impact of the program and either 
making appropriate modifications based on findings or 
making decisions to terminate it. 

Module Format 

A standard format is used in all of the program's 
competency-based modules. Each module contains (1) an 
introduction. (2) a module focus. (3) a reading, (4) learn- 
ing experiences, (5) evaluation techniques, and (6) 
resources. 

Introduction. The introduction gives you, the module 
user, an overview of the purpose and content of the 
module. It provides enough information for you to deter- 
mine if the module addresses an area in which you 
need more competence. 

About This Module. This section presents th9 follow- 
ing information: 

Module Goal: A statement of what one can ac- 
complish by completing the module. 
Competencies: A listing of the competency 
statements that relate to the mooule's area of con- 
cern. These statements represent the competencies 
thought to be most critical in terms of difficulty for 
inexperienced implementers. and they are not an 
exhaustive list. 
This section also serves as the table of contents for the 
reading and learning experiences. 
Reading. Each module contains a section in which 
cognitive information on each one of the competencies 
is presented 

1 Use it as a textbook by starting at the first page and 
reading through until the end. You could then 



complete the learning experiences that relate to 
specific competencies. This approach is good if you 
would like to give an overview of some competen- 
cies and a more in-depth study of others. 
2. Turn directly to the learning experiences(s) that 
relate to the needed competency (competencies). 
Within each learning experience a reading is listed. 
This approach allows for a more experiential ap- 
proach prior to the reading activity. 

Learning Experiences. The learning experiences are 
designed to help users in the achievement of specific 
learning objectives. One learning experience exists for 
each comoetency (or a cluster of like competencies), and 
each learning experience is designed to stand on its own. 
Each learning experience is preceded by an overview 
sheet which describes what is to be covered in the learn- 
ing experience. 

Within the body of the learning experience, the following 

components appear. 

Individual Activity: This is an activity which a person 
can complete wlhout any outside assistance. All of the 
information needed for its completion is contained in 
the module. 

Individual Feedback: After each individual activity 
there is a feedback section. This is to provide users 
with immediate feedback or evaluation regarding their 
progress before continuing. The concept of feedback 
is also intended with the group activities, but it is built 
right into the activity and does not appear as a separate 
section. 

Group Activity: This activity is designed to be 
facilitated by a trainer, within a group training session. 
The group activity is formatted along the lines of a 
facilitator's outline. The outline details suggested ac- 
tivities and information for you to use. A blend of 
presentation and "hands-on" participant activities such 
as games and role playing is included. A Notes column 
appears on each page of the facilitator's outline. This 
space is provided so trainers can add their own com- 
ments and suggestions to the cues that are provided. 
Following the outline is a list of materials that will be 
needed by workshop facilitator. This section can serve 
as a duplication master for mimeographed handouts 
or transparencies you may want to prepare. 

Evaluation Techniques. This section of each module con- 
tains information and instruments that can be used to 
measure what workshop participants need prior to train- 
ing and what they have accomplished as a result of train- 
ing. Included in this section are a Pre- and Post-Participant 
Assessment Questionnaire and a Trainer s Assessment 
Questionnaire. The latter contains a set of performance 
indicators which are designed to determine the degree of 
success the participants had with the activity. 

References. All major sources that were used to develop 
the module are listed in this section. Also, major materials 
resources that relate to the competencies presented in the 
module are described and characterized. 



INTRODUCTION 



How often have you read articles in a newspaper, 
professional newsletter, or popular magazine 
that question whether or not counselors, teachers. 
JTPA employees, administrators, and so forth 
have the skills to perform their jobs 9 

Are you one of those individuals who has not yet 
had the opportunity to acquire all your job skills 
prior to employment 9 

Do you have employees working under your 
supervision who need to improve their job skills 9 

If the answers are yes. then the next question is 
how can you and your staff learn new skills that 
will help them become more competent workers? 

Inservice training is often used to help guidance 
personnel develop new competencies Since you 
have a leadership role in the planning and devel- 
opment of a comprehensive career guidance 
program, you are probably interested in learning 
more about how to provide staff development 
training This staff development module will help 
you gam the competencies important to plan- 
ning conducting, and evaluating staff training 
activities in your program 



Staff development activities should be based on 
the unique needs of your own staff and program 
Through the use of this module, you will learn 
how to assess the competencies needed by your 
staff members, establish goals and objectives, 
develop a detailed plan, describe an individual- 
ized professional development p!an. identify alter- 
native modes and sources for use in inservice 
programs, and learn about procedures for evalu- 
ating inservice programs 

The following are definitions of major terms that 
will be used throughout this module 

Staff development— the acquiring of skills and 
knowledge needed to perfcrm the competencies 
required on the job 

Inservice training— staff development received 
while working on the job 

Preservice training— education and skill", received 
before employment 

Staff development activity— a means of attaining a 
desired staff development objective 

Competency-the skills and knowledge needed 
to perform specific work tasks 
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READING 



Determining Needed Staff Competencies 



n #4 Determine the competencies needed by Itaff mem- 

Competency 1 bers to implement a comprehensive career puid- 

ance program. 



Your first step will be to determine the compe- 
tencies needed by you and your staff to plan and 
implement a comprehensive career guidance pro- 
gram Remember that competencies are the skills 
and knowledge needed to perform specific work 
tasks within your program The following process 
will help you develop a systematic list of the com- 
petencies that are important for staff within your 
own program 



Analyze the Competency Needs 
of Your Program 

Look at your own program goals, participants, 
and staff to identify general areas of needed 
competencies Some oroad competency areas 
that you might consider are understandings and 
skills related to the need.> of special participant 
groups testing and appraisal techniques, the 
organization and use of Oc cupational information 
resources career planning and decision-making 
p f ocedures. designing and conducting guidance 
activities at the individual group and classroom 
lr-vol program development, coordination ar d 
evaluation procedures and public strategies 



Select Competencies That Others 
Have Developed 

You will probably find that the essential compe- 
tencies needed foi yourprogram will bethesame 
as or very similar to other comprehensive career 
guidance programs. Therefore, it will be helpful 
to look at competencies which have been devel- 
oped by others. Several national studies have 
been conducted which have identified the essen- 
tial competencies needed for planning a compre- 
hensive career guidance program. You may wish 
to select these Other sources are the compe- 
tency lists developed by the American Counselor 
Educators Association and the National Voca- 
tional Guidance Association. These are profes- 
sionally verified competency lists. The references 
section of this module describes sources of staff 
competencies Review these lists to identify 
competencies that seem most closely related to 
the competency needs that you have identified 
Sample 1 is an example of a list of competencies. 



Sample 1 
Competency List 

1 Can interpret aptitude, achievement, and interest scores to students, faculty and staff ♦ and 
parents 

2 Can design a comprehensive student testing program 



3. Can write a curriculum unit which demonstrates the infusion of career development goals 
into a given discipline 

4. Can identify and organize local manpower information 

5. Can design a system which includes students in placement processes before exiting the 
school 

6. Can use community personnel in advisory capacity 

7* Can write assessable guidance program behavioral objectives 

8. Can develop auditing and supervisory methods; staff and self-monitoring systems 

9. Can act as a consultant with curriculum developers in the area of careers 

10. Understands both psychological and sociological meanings that are attached to the con- 
cepts of work, play* and leisure 

11* Can develop a simple way of classifying occupations for easy student and faculty use 

12. Can organize effective work teams (counselors, students, parents, teachers, etc.) 

13. Has consultation skills especially as they relate to referral agencies, faculty, peers, and 
parents 

14. Can design student career development assessment instruments 

15. Can design faculty/staff, parent, and community assessment instruments, assessing their 
perceptions of student needs 

16. Can design system of assessing, analyzing, and accounting resources available for use in 
career guidance 

17. Able to recognize differing elements of career development theories 

18* Able to recognize some specific problems of vocational choice which face racial or ethnic 
minorities and women and assist them in developing choice alternatives and specifications, 
if possible, of an immediately applicable choice 

19. Able to demonstrate understanoing of work motivators and their relationship to job 
satisfaction 

20. Understands the ways in which occupational status and prestige become important to 
individuals in a wide variety of occupational roles and work settings 

21 . Understands the process of professionalization as it affects a growing segment of the U.S. 
labor force 

22. Able to conduct a community occupational survey 

23. Able to demonstrate an understanding of change factors in the labor market 

24. Able to demonstrate understanding of labor market terminology and unemployment 
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25. Has knowledge of Department of Labor occupational breakdown 

26. Has knowledge of technological advances and their effect on internal and external labor 
markets 

27. Has knowledge of wage determinants 

28. Is aware of unions' effect on industry, including ways they have precipitated economic, 
social, and political change in our society 

29. Has knowledge or awareness of the nature and purpose of the following programs rotating 
to high school age youth: 

a. Skills Centers 

30. Has knowledge or awareness of the nature and purpose of the following programs relating 
to high school age youth: 

a. Job Corps 

31. Demonstrates a familiarity with local, state and federal policies and guidelines relevant to 
career guidance personnel 

32. Demonstrates the ability to compile and communicate a listing of the objectives, qualifica- 
tions, and procedures for gaining entry in apprenticeship training 

33. Demonstrates the ability to secure current, pertinent information on financial assistance 
for educational and occupational preparation 

34. Demonstrates the ability to develop an integrated system for community and school 
personnel willing to provide factual educational and occupational information 

35. Demonstrates knowledge and implications of major historical events and conditions that 
precipitated current career guidance programs 

36. Demonstrates the ability to perceive and explain trends and changes important to occupa- 
tional and educational planning 

37. Demonstrates the ability to describe, differentiate and apply concepts of vocational devel- 
opment theories in the implementation of a comprehensive, developmental career program 

38. Demonstrates the ability to develop a system, including audiovisual materials, for communi- 
cating pertinent occupational and educational information to students, parents, school 
staff, and community 

39. Demonstrates the ability to facilitate the development of program-solving and decision- 
making skills as they relate to occupational and educational planning, through both 
individual and group counseling practices 

40 Demonstrates the ability to plan and organize career day and college day programs within 
and outside the school setting 

4 1 Demonstrates the ability to organize a viable system of visitatior s to pertinent occupational 
and vocational situations 
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42. Demonstrates the ability to assist the instructions* staff in oevising educational and educa- 
tional development programs and appropriate materials for use in the classroom 

43. Demonstrates the ability to implement program evaluation procedures to determine the 
effectiveness of the school s educational and occupational development program 



Adu Additional Competencies 
Important to Your Local Needs 

It is hoped that you can develop a comprehensive 
list of competencies which meet your local needs 



by using existing competency lists If not. you can 
develop a tew additional competencies to com- 
plete your list 



Identifying Competencies Not Yet Acquired 



Competency 2 



Determine the competencies that staff members 
have not yet acquired by administering need assess- 
ment interviews and written instruments, reviewing 
organizational goals, plans and staff records, and 
making personal observations. 



You have identified those career guidance com- 
petencies required of you and your staff as you 
plan and conduct a comprehensive career guid- 
an;o program You have utilized resources such 
as national career guidancesystems models, pro- 
fessional association validation studies, special 
surveys and literature sea:cnes. state certifica- 
tion or licensing requirements, and your own pro- 
fessional contributions and judgement, advisory 
qr( -ups and outside consultants 

Now begins an important and critical step in staff 
development You should identify the compe- 
tencies that staff members have not yet acquired 
T his may be done by administering needs assess- 
ment interviews and written instruments: review- 
ing organizational goals, plans, and staff records; 
and making personal observations Assessing 
needs for staff development creates staff invol- 
vement early m planning your career guidance 
program It allows your staff members to see their 
Mifjgestmns necome a part of the program Even 
though i nmpetency assessemnt instruments exist, 
yon will probably need to design your own since 
thpre are likely unique characteristics to your 



program Your instrument will include those 
competencies you and your staff have deter- 
mined to be necessary to plan and implement a 
total career guidance program 

Sample 2 is an example of an instrument that 
assesses both importance of specific compe- 
tencies and the need for training related to each 
competency This type of survey can be adminis- 
tered to your staff to identify high importance, 
high need areas for training 

When analyzing your competency assessment 
results, you will find that certain skill areas will 
emerge as a high priority because of the discrep- 
ancies between the skills needed to implement 
your comprehensive career guidance program 
and the skills available You have several alterna- 
tives for removing the discrepancy between staff 
needs and program needs You may bring in an 
expert to helo develop the staff needs and pro- 
gram needs You may bring in an expert to help 
develop the needed skills you may improve facili- 
ties and materials available to your staff members, 
thereby improving their effectiveness; or you may 
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Sample 2 

Guidance Personnel Competency Survey 



The following statements describe possible guidance personnel competencies (skills needed for a career guidance program). 
Please respond twice >'or each statement. First, indicate (by circling 1. 2. 3. 4. or 5) hew important the competency is for a 
career guidance program! and. second, indicate by circling 1,2 3. 4, or 5) how much inservice help you need to develop the 
competency. 



Importance 
None Little Some Much Ireat 

1 2 3 4 5 
1 2 3 4 5 



1 2 



4 5 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



Guidance Personnel Competency 



1 Knowledge of sources of educational/vocational 
information 

2. Ability to relate test scores to occupations and 
explain the rationale for the relationship. 

3. Ability to use career materials, svh as games 
and kits, in career guidance. 

4. Ability to communicate about career guidance 
program to the administration. 

5. Ability to integrate placemen activities with 
available systems and career guidance. 

6. Knowledge of current career opportunities as 
they relate to minority groups. 

?. Ability to help teachers integrate career devel- 
opment into the curriculum. 

8. Ability to coordinate career guidance programs 
with curriculum, instruction, and other student 
personnel services. 



Need for Inservice 
None Little Some Much Great 



2 3 4 



2 
2 
2 
2 
2 
2 



3 
3 
3 
3 
3 
3 



4 5 

4 5 

4 5 

4 5 

V. 

4 5 

4 5 



Importance 
None Little Some Much Great 



2 3 



2 3 

2 3 

2 3 

2 3 

2 3 

V 

2 3 

2 3 

2 3 

2 3 



5 
5 
5 
5 
5 



5 
5 
5 



Guidance Personnel Competency 



9. Ability to interpret results of program evaluation 
to staff, parents, students and community. 

10. Knowledge of current career opportunities as 
they relate to women. 

11. Ability to develop a system for working with 
parents regarding educational and occupational 
planning for their children. 

12. Ability to collect, synthesize, and disseminate 
information about careers. 

13. Ability to accurately orga • ize and maintain stu- 
dent data in files. 

14. Knowledge of the role of the decision-making 
process in career development. 

1 5. Ability to relate appraisal data to the total school 
instructional program. 

16. Knowledge of information concerning post- 
high school job placement and school 
selection. 

17. Knowledge of effective public relations 
techniques. 

18. Ability to plan and implement teacher inservice 
for career education programs. 

19. Knowledge of the career needs of exceptional 
children. 

20 Ability to select, organize, and classify 
materials for a career resource center. 



Need for Inservice 
None Little Some Much Great 



2 
2 
2 
2 
2 

2 
2 
2 
2 



3 
3 
3 
3 
3 

3 
3 
3 
3 



FRir 



1'i 



Importance 
None Little Some Much Great 



1 



4 



1 2 3 4 5 



1 ? 3 4 5 



12 3 4 5 



12 3 4 5 



Guidance Personnel Competency 



21 Ability to design and conr.uct classroom career 
guidance activities. 

22 Ability to write measurable objectives for the 
guidance program. 

23. Ability to help teachers relate course work to 
student's future life planning. 

24 Knowledge of instruments available fcr 
measuring of vocational development 

25 Abilty to design a system to evaluate? o:rt pr 
guidance objectives ° 



Need for Inservice 
None Little Some Much Great 

1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



Cii-Imi ni.i fMul CiriM-r (iniftnncf 1 Cantor 
'i.ifi rVf(j" ("nurily Pi'p.i»tmf>ri1 of FriucAtmn 
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even decide? that continued job experience would 
be the most efficient means of upgrading staff 
members' identifying alternative modes and 



sources of staff development, weighing the advan- 
tages and disadvantages, and selecting the most 
appropriate ones for you and your staff s program 



Identifying Sources for Staff Development 



Identify several alternative modes and sources of 
rinniuUfi^v * ,taff ^• v « , °P mon t describe the advantages and 

wvmpvivncy * disadvantages of using each, and select appropriate 



ones for staff. 



There are many sources of help for staff develop- 
ment You should considerthefollowingsources 

• Current staff members 

• Community members or agencies 

(JThA state employment services, mental 
health local education institutions, and so 
forth) 

• Colleges and universities (courses, staff 
members) 

• Professionals 

• Business and industry 

• Professional organizations (conferences, 
posit. on paper publications, workshops) 

• Commercial firms and outside consultants 



Check your nearest sources first. You may wish 
to use members of your staff who have the exper- 
tise and can strengthen their own skills while 
teaching them to others on the staff. Career guid- 
ance programs in other settings (schools, agen- 
cies) can provide you with practical information 
and training. Many sources such as your state 
and local governmental agencies, local school 
district, and universities may provide services 
free of charge since this is an activity often 
required of them in order to receive funding 

There are many modes and sources of staff 
development available. Sample 3 is taken from a 
California Ttate Department of Education publi- 
cation You can use this to help decide whether or 
not an activity is to your advantage or disadvan- 
tage Also, you may wish to use the format and 
provide additional modes and sources. 



• County governmental agencies 



• State qovernmental agencies 
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Sample 3 



Delivery Methods 



Method 


Group Site 


Cost 


Facilities and 
Equipment 


Major Features 


Caution 


Lectures 


• Should be considered 
whtn group it over 
20 people 


• Depends on speaker 
(free to $1,000 
per day) 

• Cost may be shared 
with other districts 


a Adequate size room 
a Microphone 
a Visual aids 
a Comfortable seats 


a Useful In introductions or 

overviews 
a Effective when providing 

factual information or 

explanations 
a A lecturer can cover in 6 

minutes what it might take 

30 minutes to cover in a 

group 


a Boring if speaker not 
organised or not 
easily heard 

a Provisions need to 
be made for feed- 
back and practice 

a Lectures tmpert 
knowledge more 
aasily than they 
change attitudes 



Reading 
Materials 



a Individual 



a Cost varies 
a May be bought or 
borrowed 



a Access to Journals, 
ERIC, conference 
reports, mono- 
graphs, disserte- 
tions 



a May provide an overview 
and/or specific informa- 
tion 

• Bast suited for a self- 
motivated learner 



e Materials may be 
difficult to obtain 

e Provisions need to 
be mede for feed- 
beck and practice 



Graphics 

(including 
charts, graphs, 
bulletin boards, 
flannel boards, 
posters, and 
cartoons) 



a Can be adjusted to 
large group, small 
group, or Individ* 
ual needs 



e Can be elaborate 
or done simply 
and locally for 
less 



a Made from whatever 

materials available 
a Need display area 



a Indicate basic relationship 
a Help staff recall key con- 

oapts 
e Arouse Interest 
e Serve es productive 

room oecoraxtons 



a Should be brightly 
colored to arouse 
Interest 

e Should be large end 
simple enough to be 
understood by aH 



Auditory Aids 
(including cas- 
settes, tape 
recorders, and 
record players) 



a May be adjusted to 
large groups, or 
individual needs 



e Commercially pro- 
duced tepes and 
records more ex- 
pensive than 
looelly developed 



e Cauette pfcyen, 

•nd tap* rwordtrt 
maytof itnttd 



• Pliytn for tapat 
or rtco f di 

• Ttpti or rtoardt 

• Storao* for \*pn, 
reoorov r ano 
(Mayan 



• May providt Intarait by 
brln^aaNMof^lHt 

™ awy^ oe s^^ppeu.eWHi 
pwyvaagam 



o Check for relevance, 
clarity of tound 
reproauciion 

■ 0 Maffitfcln medMnii 
prevent meonani- 

M mtmm EKOVVSJons for 
per impants to reect 
w jeeaeiiieiiuH 
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Sample 3 (continued) 



Method 



QmuMiai 



Cm 



Igujpmem 



Films, Slides, 
tnd FKmstrlps 



• Can be adjusted to 
large groups, or 
Individual needs 



• (fcramercWIvpr* 
ducao mm ivareg* 
•1,000 per running 
minute 

• You may rent film* 
for lets 

• You may share costs 
with other districts 



• Production and 
stoma fadllttoi 

• Projector 

• Screen 

• Darkroom 

• Adequate acoustics 



t i m 

• Uaafulaaafi.lmrodu<^ • 
or overview / 

• May o vefcorne (enouece and 
exoertenoe barriers 

w^jhkw a^awfwa' waj**,!*? ai 

• PrertWayliws of action 
difficult to observe 
firsthand 

• May ba stopped end 
pieyfo again 

• Often used to motivate, 
to dramatlte, or to pom 
problem 



Coutkm 



• commercially 
made for rt levanoe 

•Maintain machines 
to prevent mechani- 
cal failure 

•Makt tura all 
participants can tat 
and hear 

•Make provision* for 
participants to react 
to presentation 



Demonstrations 

(including 
exhibit and 
field trips) 


• Can handle large 
numbers of people 
often In groups 


• Vary with travel 

• Lodging 

• Entrance fees 

• Consultant fees 


• Room where all 
can hear 

• A camera or 
recorder to docu- 
ment demonstration 


•Motivate staff 

• Expose staff to new 

methods and materials 
•Prepare staff to try 

out new skills 


•Check demonstra- 
tion content for 
relevance before 
attending and again 
before applying 
what you saw or 
heard to your par- 
ticular situation 


Programmed 
Learning 
(student works 
his/her way 
through a series 
of small steps 
within feedback) 


• Individual 


• Cost varies 

• Expensive to 
develop unless 
us*d by large 
numbers of 
people 


• Books 

• Learning machines 


•Suited to a self -motivated 
learner who has needs in a 
specific field that are 
not necessarily related to 
the needs of other staff 
members 


•Check for relevance 


Videotapes 


•May be adjusted to 
large groups, or 
small group neuds 


• Expensive, but 
may be shared 
with other 
districts or 
rented 


•Camera 

• Tapes 

• Playback equip- 
ment 

•Storage facilities 


•Staff members' performance 
may be played back and 
analyzed 

•Tape may serve as a mode' 
for new staff members 


•Staff must agree to 
being videotaped 

• Equipment must be 
maintained to guard 
against mechanical 



failure 



Sample 3 (continued) 



Group Silt 



Cost 



Facilities and 
Equipment 



Major Feetures 



Caution 



Discussions 

(including 
buzz sessions, 
and brain- 
storming) 



• 2*20 people in any 
one group 



• Depends on leaders 
fees 



• Quiet, comfortable 
location 

• Centralized confer* 
ences may have 
better facilities 
and equipment 
than local districts 
can afford 



• Share, develop, and refine 
participants' attitudes and 
skills 



• Can get off the sub- 
ject and be time- 
consuming If not well 
directed 

• Topic should be in- 
vestigated for rele- 
vance and again 
before general! te- 
nons are made that 
effect your program 

• Group members mutt 
learn to tolerate 
differences in opinion 



Simulations 

(including 
laboratory 
experiences, 
role playing, 
case analyses, 
in -basket 
techniques) 



a 8-25 per group 
e Less than 8 people 
may provide too 
little group input 



e Depends on leader's 
fees, elaborateness 
of props 



e May be spontaneous 
or structured with 
script and props 



e Conceptualize what 
participants already know 

e Work on attitudes as well 
as skills 

e Participents should 
have some basic knowl- 
edge of the skills 
Involved 



e Need to create an open 
atmosphere In which 
participants are com- 
fortable sharing their 
attitudes and skills 



Direct 
Experience 

(including 
apprenticeships, 
job rotations, 
and supervised 
implementation) 



a Individual 



a Pay as you go 

and/or 
a You pay a 

university to 
supervise you 



a A program similar 
in resources, 
students and 
objectives to 
the one in which 
you will serve 



a Indepth learning 
a High degree of retention 
a May be for varying 
lengths of time 



a Contract with employer 
or supervisors to 
receive varied, relevant 
training in specific 
arias 

a Make sure program In 
which staff member is 
training Is using valid, 
up-to-date methods 

a provide for frequent 
checks on participant's 
progress 



From A Planning Modal for Davdoplng a Camr Gufdanc* Curriculum by Pupil Personnel Services California State Department of Education 



Developing a Staff Development Plan 



Develop a detailed plan for a staff development ses- 
sion that includes needs of participants, compe- 
rnmn*t*n/*w a tencies to be addressed, date and time of session, 

uompeiency ^ general content, goals, objectives, learning activi- 

ties, references, equipment and materials, and evalu- 
ation procedures. 



Now that you have determined your staff devel- 
opment competencies, you are ready to begin 
designing your staff development program The 
first step is to establish goals and objectives for 
the program You may wish to review Module 
CG A-5 Build a Program Planning Model The 
goals and objectives will provide you and your 
staff with a course ot action to take in implement- 
ing the staff development program Your program 
may be designed as a series of workshops or 
inservice activities The goals should be stated in 
performance terms, and should describe what 
each participant will be able to do as a result of 
the mservtce activities The goals should be 
stated in performanceterms, andshould describe 
what each participant will be able to do as a result 
of the inservice activity. The skills and knowledge 
gained by the participants as a result of expe- 
riencing an inservice activity are called outcomes. 
The outcome of the first inservice session may 
affect the goals and participant outcomes of the 
noxt inservice session Vou may wish to choose a 
series of goals and participant outcomes that 
could be implemented during the course of a 
year 

The staff development program should be de- 
signed so that the participants can apply their 
new skills and knowledge soon after the inservice 
activities Conduct the inservice activities at times 
when participants will be fresh and alert, rather 
than after the workday or in the evenings Staff 
development may be conducted during weekends, 
vacations or released time, and regular work 
hours The level of staff members' skill deficien- 
< le*. plus hudqet limitations will help determine 
thp total number of hours you wish to spend on 
'.t.ift development activities 



Budget limitations may detemine what sources 
you use and what degree of skill training you will 
be able to provide. For example, if adequate funds 
are not available, you may not be able to hire 
consultants; and instead will have to read their 
publications. In any case, always explore the 
nearest and most reasonable sources you have. 

Once the staff development plans are made, par- 
ticipants should be informed of the associated 
details In most cases you will have involved them 
in the planning and development of the program; 
therefore, you will want to be sure housekeeping 
details such as lodging, meals, and travel are 
thoroughly explained and understood A check- 
list of what needs to be done, who is responsible, 
and when it is to be accomplished will help you in 
organizing and implementing your staff devel- 
opment program. 

The following checklist includes planning and 
implementation considerations relevant to many, 
staff development strategies. On this checklist, 
you will find tasks related to preparing partici- 
pants, consultants and speakers, facilities, and 
materials and equipment, as well as considera- 
tions related to timing, environment, and closure. 

Under all headings on the checklist, spaces have 
been left fr < you to add tasks relevant to the 
strategies you plan to use in your setting. Study 
the points on this list, add to them, and use this 
checklist when planning and implementing staff 
development strategies 
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Sample 4 



Staff Development Checklist 



Prepare Participants 

Explain what procedures will be followed (visits, tests, groupings, etc.)? 

Explein what participants will be seeing or hearing (What is significant? What should they 

look for?). 

— Explsin tc participants all travel, meal, and lodging arrangements, 

__ Obtain suggestions from participants that might make the strategy more successful. 

— - Provide participants with incentives for participating in staff development activities. 
These can include- 

stipends, 

release time, 

higher pay after training. 

personal satisfaction of sharing new ideas with experts, and 

more responsible position after training. 



Prepare Consultants and Speakers 

Explain the characteristics of staff members with whom she/he will be working. (What do 

staff members already know? What do they enjoy? With what do they need help?) 

Negotiate a firm contract stati.ig responsibilities and fees. 

Provide for meals, lodging, and transportation of consultant or speaker. 

Provide a schedule of all inservice plans. 
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Prepare Facilities 

Have facilities cleaned. 

Have extraneous materials put away. 

Have moveable seats if you plan vo divide the participants into groups. 

Provide adequate Mghting. heating, and ventilation. 

Provide ashtrays. 

Provide good writing surfaces. 

Provide for snacks, donuts. coffee, and/or lunch. 



Prepare Materials and Equipment 

Order or develop materials (charts, filmstrips. etc.). 

Order equipment for showing or displaying materials. 

Preview materials to see that they are appropriate and in working order. 

Practice using equipment. 

Arrange materials in order of use, preferably out of the sight of the audience (if they are 

charts or posters) so as not to be distracting. 

Make sure that there are enough handout materials for participants (chalk, books, pencils. 

paper). 

Set up a public address system if needed. 



Timing 

Begin the sessions on time. Set closing times and stop then. 

Provide breaks every 1 or 2 hours as needed. 

____ Present as much important information as possible before lunch when participants are 
fresh. 
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Vary the pace (alternate lectures with media presentations and group discussions). 

Allow adequate time for all presentations. 



Environment 

Accept criticism and disagreements. 

Encourage all in attendance to participate. 

Frequently summarize participants 1 progress toward staff development objectives. Set a 

relaxed, friendly tone, but make clear the seriousness of the purpose. Watch body lan- 
guage and facial expressions, and keep concerns and doubts out in the open where they 
can be resolved. 

Encourage questions and discussion. 

Ask questions of your own if participants are slow to start. 

Repeat questions so all can hear. 

Look up a response you are unsure of and report back to the group. 



Closure 

Summarize progress made. 

Plan future activities, 

Gather participants* reaction to the worth and intent of staff development sessions by- 

taped feedback, 

questionnaires, 

interviews, or 

discussion. 

Determine whether participants have attained the staff development objectives by- 

questionnaires, 
— demonstrations, 

on the job performance, 

tests, or 

_ interviews. 
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_ Plan evaluation activities tome time after the staff development sessions to see if partici 
pants are really using what they learned. 

Feedback the results of the evaluations to participants. 

_ Use evaluation results to plan future staff development programs. 



During the staff development session you shou'd 
create an onvironment that will encourage total 
participation Questions are to be encouraged 
and you must be willing to accept criticism and 
disagreement Use a variety of activities such as 
role playng simulation, interviews, panel dis- 
cussion, brainstorming, and field trips into the 



community Involve you and your staff as active 
participants rather than passive listeners At the 
end of each activity, you should summarise the 
progress made, plan future activities, and obtain 
evaluators' reactions to the work and intentof the 
staff development session Sample 5 is a plan for 
a staff development activity 



Sample 5 

Sample Staff Development Activity Plan 



Goals 

Participants will become acquainted with and informed about the career development concept 
and its relationship to the total educational system (K-12). 

Participants will become aware of their role in the planning and implementing of the career 
development concept within the total curriculum. 



Oojectlves 

1 Participants will acquire a working knowledge of career development and the career 
guidance program structure being implemented in the system during the current school 
year. 

2. Participants will identify the major ideas of their teaching units so that they can begin to see 
their career implications. 

3. Participants will examine a wide variety of teaching techniques that lend themselves to 
guidance implementation. 
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4. Participants will develop and plan a variety of strategies and activities for implementing a 
given objective and discuss an evaluation method for these activities. 

5. Participants will examine and evaluate commercially prepared career education materials 
to ascertain where they would be used in their teaching. 



Procedures 

A representative team of teachers from each e.ementary school will meet in either a 4-1/2-day 
workshop or 3-1/2-day workshop depending upon whether they have already attended an 
introductory career guidance workshop. 

At the middle school workshops, a nucleus made up of either a team, unit, or learning commu- 
nity from each middle school will meet in either a 4-1/2-day workshop of 3-1/2-day workshop 
depending upon whether they have already attended an introductory career guidance 

workshop. 

Activities will include: a large group presentation on the career education concept; large and 
small group discussion of goals and objectives of the career guidance program Which were 
developed from the "we agree" statements by elementary teachers and the need assessment 
reaction sheets by middle school teachers; small group discussion of teaching units and 
techniques; small group and individual development of activities and strategies for a given 
objective; and large and small group examination of commerically prepared career guidance 
materials. 



Evaluation 

Participants will answer a pre- and postquestionnaire. 

Upon completion of the basic program model and activities, participants will answer a work* 
shop evaluation survey. 

Participants will evaluate specific activities tried in the classroom by completing activity 
evaluation/checklist sheets. 



Evaluation Form 1 

1 What difference did you see in the infused curriculum and the traditional one? Check one. 
a None b. Very little c. A lot 

2. Hav vc : been teaching career education all along? 
a. \ _ b. Undecided c. No 

3 Was this experience helpful to you? 

a. Yes b. Undecided c. No 

4 Would more ol these be beneficial to you? 
a Yes b Undecided c. No 
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5. Which do you think is better, the traditional type of curriculum or the infused career develop- 
ment type? 

a. The former b. Latter _ c. Undecided 

Evaluation Form 2 

1. What presented most problems on your program? 

a. Materials b. Methods c. Not sure 

2. Which methods proved most effective? 

3. Which materials proved most beneficial? 

4. Which materials and methods do you recommend over all others? 

5. Were any materials or methods better for specific groups? 
a. Yes b. No c. Don't know 



Designing an Individualized Staff Development Plan 



Describe the steps to be followed in assisting a staff 
Competency 5 member to design and implement an individualized 

professional development plan. 



It may not bo necessary or practical to design 
( nmprehensive staff development activities for 
rompt'tfwu ies which are needed by only a few 
staff In these competency areas you can develop 
individualized professional development plans 

The step', ymi would follow in assisting a staff 
member to design and implement an individual- 
ized professional development plan are basically 
the samp steps taken in designing your total staff 
development program Complete these steps col- 
l.iho? /itively Witt) the staff person 

• | ).'b»r mi ni* the competencies that are essen 

in the work of the staff persor 

• Identify the skilk ann knowledge that the 
staff p»m st »n ne»»ds to strengthen 



• Establish a date and time for attaining the 
skills and knowledge 

• Identify resources to help the staff member 
develop these skills 

• Establish attainable goals based on a skills 
need assessment and available sources 

• Develop specific individualized objectives 
and measureable outcomes (Use Module 
CG A-5 Build a Guidance Program Plan- 
nmt] Model ) 

• Identify specific learning activities and 

procedures that will enable the staff member 
to attain desired skills and knowledge 
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• Provide references and resources for trio 
staff membei to use that would enhance 
individualized staff development activities 

• Provide any equipment and materials that 
are essential for completing the activity 



• Conduct a follow-up to determine whether 
the staff member has obtained the desired 
objectives and seek suggestions for the 
improvement of future individualized staff 
development activities 



Evaluating Staff Development Programs 



■ 



Competency f 




There are several ways in which you may evaluate 
the effectiveness of your staff development pro- 
gram Consider first the timing of the assessment. 
Your needs assessment has already indicated the 
area of concern for staff development. To measure 
the degree of skill and knowledge deficiencies 
you may wish to develop a pretest specifically to 
the participant outcomes of the staff develop- 
ment program You may use questionnaires, 
knowledge or achievement tests, observations, 
and demonstrations to measure the degree of 
skill deficiency Questionnaires will allow the par 
ticipant to express opinions and attitudes about 
the personal value of the inservice activities. 
Cognitive or achievement tests will measure 
whether or not they gained the necessary knowl- 
edge to perform the competencies identified for 
the staff development activity Observations can 
illuminate the missing required sequence and 
combination of skill and knowledge. 

A second form of evaluation would be one of 
process This would take place during the inser- 
vice training activities Your purpose would be to 
ensure that the activities are being conducted 
according to your staff development plan This 
ongoing evaluation will also help determine the 
most effective activities and most important can 
serve as a red flag indicator jf when something is 
going wrong in the inservice activity 

A third form of evaluation would be conducted at 
the end of the staff development program You 



would utilize any of the before mentioned means 
of evaluating to see if your staff participants met 
the required outcomes stated in the objectives of 
the inservice activity. 

A final form of evaluation would be a follow-up 

activity to be conducted a few weeks to several 
months after the staff development activity. This 
would ensure that the participant retained the 
required outcomes, communicatethe importance 
of the activity, and bring to your attention weak- 
nesses noted after the staff development pro- 
gram's aura has worn off. 

When selecting your procedures and instruments 
keep in mind that the instruments should be as 
short as possible and should address specific 
program objectives. Your instruments should be 
easy to understand and administer. Collect the 
least amount of information necessary for evalu- 
ating the achievement of stated objectives Good 
ethical practices should be employed in the use 
of all information gathered on the participants 
Your results should be tabulated, analyzed, and 
reported to the participants as soon as possible 
after the staff development program 

Module CG E-1. Evaluate Guidance Activities 
contains suggestions on conducting evaluation 
which would apply to the staff development com- 
ponent Sample 6 is an example of a short survey 
to assess a workshop session with specific goals 
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Sample 6 

Survey of Workshop Session's Effectiveness 



Please circle the number that best describes your opinion for each item. 

1 - Excellent 

2 • Good 

3 - Neutral 

4 - Poor 
6 -Bad 



1 2 3 4 5 
1 2 3 4 5 



The specified objectives for the workshop were: 
The atmosphere in the workshop was: 
The morale of the workshop participants was: 1 2 3 4 5 

The overall design of the workshop was: 



The concern and awareness that the staff showed toward the 
participants was: 

The way in which the participants could influence the direction 
of the workshop was: 



1 2 3 4 5 
1 2 3 4 5 



1 2 3 4 5 
1 2 3 4 5 
1 2 3 4 5 



1 2 3 4 5 

The use of material and human resources during the workshop was: 1 2 3 4 5 

The handling of conflicts during the workshop was: 
The learning activities used during the workshop were: 
My overall rating of the workshop is: 
What activity did you enjoy most? 
What activity did you enjoy least? 

What changes would you make in the workshop content or organization? 
To what extent did the workshop meet your needs? 
What didn't you learn that you felt you needed? 

How w'»ll things you learned in the worksh. ? help you to be more effective? 



in Mimmary your staff development program 
should provide maximum professional growth for 
the p,irti< ip.ints M should he related diroctly to 
•h.i (>.'.m)., ( if the program and to the neods and 
. t your staff PaMii ipation should he 



encouraged and even given special recognition 
or reinforcement whenever possible Sound evalu- 
ation and follow-up will give the visibility needed 
for the continuation of a career guidance staff 
development proqram 
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Learning Experience 1 

Determining Needed Staff Development Competencies 



OVERVIEW 



COMPETENCY 



READING 



INDIVIDUAL 

LEARNING 

OBJECTIVE 



INDIVIDUAL 
ACTIVITY 



INDIVIDUAL 
FEEDBACK 



GROUP 

LEARNING 

OBJECTIVE 



GROUP 
ACTIVITY 



Determine the competencies needed by staff members to 
implement a comprehensive career guidance program. 



Read Competency 1 on page 7. 



identify five competencies that are important foe 
current job position and state one reason why y : 

each - .V, ■ . %<hmmw 



Select five competencies that are important for 
current job. 




Check to be sure you have selected five Important eOmoe- " 
tencies for your job role and have stated a reason ft^f l to tm^7 : '^,;;^v0 
each. "V v 



Develop a list of career competencies needed by your staff in 
implementing a comprehensive career program. 



Select a list of career guidance competencies needed for your 
staff in implementing a comprehensive career guidance 
program. 
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INDIVIDUAL 
ACTIVITY 



Saltct live compatanclaa that are important for you in your 
cjrrtnt Job. 




In this activity you will learn how to select competencies that are important for your career guidance 



Review the reading for Competency 1 on page 7 As you read, note that-- 

1 a first step in planning staff development activities is identifying the competencies that are 
important for your program: 

'? when listing important competencies consider (a) the goals of your program, (b) special needs 
and characteristics of your program participants, and (c) the job roles of your staff: 

3 a good first step to take when developing a list of competencies is to look at competency lists 
developed by others including national projects, professional associations, and local and state 
governmental agencies, and 

4 after you have selected competencies from existing competency lists, review your list, and add 
additional competencies that you feel are important to you 

Now complete the worksheet titled Important Competencies. Follow these steps: 

1 Read each of the competencies on the Competency List on pages 7-10. As you read, put a check 
beside each competency which you feel is important for your career guidance program. 

2 Review each of the competencies which you have checked. Select the five competencies which 
you feel are particularly important to your program. 

:\ Record the five competencies you have selected on the worksheet Important Competencies and 
give one reason why you selected each of the competencies 



program 
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Worksheet 
Important Competencies 

Competency and Its Number Reason Why Competency Is Important 

1 



2 



3 



4 



5 
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INDIVIDUAL 
FEEDBACK 



Check to be sure you have selected five important compe- 
tencies for your job role and have stated a reason for selecting 
each. 
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Review your worksheet Important Competencies to be sure that you have- 

1 lister] the numbers for the five important competencies that you have selected from the Compe- 
tency I tst and 

? stated one reason why you think each of the five competencies is important for your program 



GROUP 
ACTIVITY 



Select & list of career guidance competencies needed by your 
staff in implementing a comprehensive career guidance 
program. 



Note: 1 he following outline is to be used by the workshop facilitator 



Facilitator's Outline 


Notes 


A Starting Point 




1 THI participants that they will be 
working together in small groups to 
share the competencies they selected 
in the Individual Activity 




, ; Divide participants into groups of 
approximately six people each 

'A Have participants complete the 
Individual A( tivity 


It is preferable to have members of each group 
represent the same career guidance progra n 
Tell participants to note their groups as they 
will remain in the same groups for other group 
activities 


B Sharing lnfo r mation 




i TNI participants to sha'e the five 
. nmpptenr.ios which they selected 
as being important 
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Facilitator s Outline 



Notes 



2 Ask the recorder for each group to 
record all of the competencies 
selected by each of the group mem- 
bers on the Team Competency List 
on page 33 Have the recorder put a 
check each time the competency is 
mentioned by a group member 

C Develop a Team List 

1 Have the team review the list after 
the individuals have listed their 
competencies tosee if it is complete 

2 Tell the groups to add new compe- 
tencies if they wish 

D Feedback 

1 Review the importance of develop- 
ing a master list of competencies as 
a first step in planning a staff devel- 
opment program 

2 Encourage the team to review their 
list and rdd to it in the future as 

needod 
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NOTES 



I 



32 



37 




Handout 

Group Number 

Team Competency List 

List the numbers of the competencies that your group has selected from the Competency List 



List any new competencies that your group has identified as important for your program. 
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NOTES 




Learning Experience 2 

Identifying Competencies Not Yet Acquired 

OVERVIEW 




35 
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INDIVIDUAL 
ACTIVITY 



it. 



Identify ftvt Mgnnwd training compettnoits. 



In this activity, you will identify five competencies for which you have a high need for further training 

Review the reading for Competency 2 on page 10 As you read, note the following: 

1 Once you have identified the competencies that are important for implementing your program, 
you need to assess your staff's current level of competence on these competencies 

'? You ran assess this by administering needs assessment interviews and written instruments; 
.-(•viewing organizational goais, plans, and staff records; and making personal observations. 

3 The Guidance Personnel Competency Survey is an example of one method of assessing staff 
needs for training 

4 I ho results of your staff needs assessment can indicate (a) areas where training is not needed, (b) 
art as where training is needed by a group of staff, and (c) areas where training is needed by only a 



Now you will complete the worksheet Guidance Personnel Competency Survey to identify your five 
highest inservice naming needs. 

1 Rate both the importance of each competency for you and your need for inservice on the 
competency 

2 Wh^n you have completed the survey, review the items that you rated 4 or 5 on importance and 4 or 
5 on need for inservice From these items, select thefiveth.it seem to be the highest need for you. 



few staff 




Worksheet 
Guidance Personnel Competency Survey 



l! 9 SI , me ? 18 . P ° SS,ble 9 lJ,dance Personnel competencies (skills needed for a career guidance program) 
rlTr T d ,W ' Ce ° r e " Ch statement F,rst - ^d.cate (by circling 1 , 2. 3. 4. or 5) how important the competency is for a 
raroer qu.dance program, and. second, indicate by circling 1 . 2, 3, 4, or 5) how much inservice help you need to develop the 



Importance 
None Little Some Much Great 

? 3 « 5 



3 4 



? 3 4 



? 3 



Guidance Personnel Competency 



1 Knowledge of sources of educational/vocational 
information 

2 Ability to relate test scores to occupations and 
explain the rationale for the relationship 

3 Ability to use career materials, such as games 
and kits, in career guidance 

4 Ability to communicate about career guidance 
program to the administration 

5 Ability to integrate placement activities with 
available systems and career guidance 

6 Knowledge of current career opportunities as 
they relate to minority groups 

7 Ability to help teachers integrate career devel- 
opment into the curriculum 

8 Ability to coordinate career guidance programs 
with curriculum, instruction, and other student 
personnel services 



Need for Inservice 
None Little Some Much Great 



Importance 
None Little Some Much Great 

2 3 4 5 



? 3 



? 3 



Guidance Personnel Competency 



9. Ability to interpret results of program evaluation 
to staff, parents, students and community. 

10 Knowledge of current career opportunities as 
they relate to women. 

11 Ability to develop a system for working with 
parents regarding educational and occupational 
planning for their children. 

12 Ability to collect, synthesize, and disseminate 
information about careers 

13 Ability to accurately organize and maintain stu- 
dent data in files. 

14 Knowledge of the role of the decision-making 
process in career development. 

15 Ability to relate appraisal data to the total school 
instructional program 

16 Knowledge of information concerning post- 
high school job placement and school 
selection 

17 Knowledge of effective public relations 
techniques 

18 Ability to plan and implement teacher inservice 
for career education programs. 

19 Knowledge of the career needs of exceptional 
children 

20 Ability to select, organize, and classify 
materials for a career resource center 



Need for Inservice 
None Little Some Much Great 



4.J 
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Importance 
None Little Some Much Great 

12 3 4 5 



1 2 3 



Guidance Personnel Competency 



21 Ability to design and conduct classroom career 
guidance activities. 

22 Ability to write measurable objectives for the 
guidance piogram 

23. Ability to help teachers relate course work to 
student's future life planning. 

24 Knowledge of instruments available for 
measuring of vocational development. 

25. Abilty to design a system to evaluate career 
guidance objectives. 



Need for Inservice 
None Little Some Much Great 



1 



3 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



1 2 3 4 5 



( iirt'fT Cr intpi-tf rt( y Survey 

California pilot. Ciri'fM (imdnw r» ">n!nr 

S,m D'i»(|o ("dinty Dr[Mrtmi*nt of FrltK ritmn 

tq,M 



44 



INDIVIDUAL 
FftDftACK 



Chtck If you htvt identified your five priority needs for 
training 



Review your Guidance Personnel Competency Survey to be sure that-- 

1 you have rated each i',em in terms of importance and of need for training, and 

? you have selncted five competencies that you rated high both in terms of importance and need for 
training 



ACTIVITY Stttcta email group's lift of high need for training competenciet. 



Note: The following outline is to be used by the workshop facilitator 



Facilitator s Outline 


Notes 


A Starting Point 




1 Indicate that the participants will 
work in the same groups which they 
were in for Learning Experience 1 




? Have participants complete the 
Individual Activity 




B Sharing Information 




1 Tell participants that they will share 
and tabulate the results of their indi- 
vidual Guidance Personnel Compe- 
tency Survey 




? Have the groups report on one item 
at a time While they report on each 
it'Mn the recorder tallies the par ici- 
pants' ratings for hoth importance 
and «irpd for training on the hand- 
'Hit Summary of Team Training 
Nei»ds on page 43 
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Facilitator s Outline 



Notes 



3 When participants have reported 
their ratmq for each competency, 
the recorder should total the num- 
bers of 4 or 5 rating for each com- 
petency on both importance and 
need for training 

C Summarize Need for Training 

1 Have the group look at the results 
and cluster the competencies into 
three groups (a) very low scores- 
little need for training, (b) middle 
range scores— individual training 
need, and (c/ high score— group 
training need 

? Have groups report on their high 
score training needs 

3 Reinforce the idea that the results 
of needs assessment can indicate 
(a) areas where training is not 
needed, (b) areas where training is 
needed by a group of staff, and 
(c) areas where training is needed 
by only a few staff members 



ERLC 
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NOTES 
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Handout 

Group Number 



Summary of Team Training Needs 



Competency 
Number 


None 


Little 


Impo 
Some 


rtance 
Much 


Great 


Total 


None 


Little 


nservk 
Some 


:e Need 
Much 


Great 


Total 


1 

2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 


















• 
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Learning Experience 3 

Identifying Sources for Staff Development 



OVERVIEW 




INDIVtDUAt 
FEEDiACK 



GROUP 

LEARNING 

OBJECTIVE 



GROUP 
ACTIVITY 



Worit to * tmttt eroup to o^vtlo* * i^iM 
devafoamaot rttouroo* that ar* actually av«wa$t'4ft your 

program. ' v<!.i ' " •. ?wtf»*pw::r 



< ! 0...":-.' 
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In this activity, you will identify sources of staff development. Review the reading for Competency 3 on 
page 14 As you read note the following: 

1 There are many different types of sources of staff training help available including current staff 
members, community members or agencies, colleges and univers ities, professionals, business 
and industry, professional organizations, commercial firms and outside consultants, local and 
county povernmental agencies, a^d state governmental agencies. 

? When selecting staff training sources, it is a good strategy to start with the resources close to 
home that are easily available to you. 

3 It is important to consider the advantages and disadvantages of the different types of staff 
resources before selecting one for a specific staff development program. 

Now complete the worksheet Staff Development Sources by listing one source that is actually available 
tu your program under each of the categories 
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Worksheet 



Staff Development Sources 



1 Curreni staff members 



2 Community members or agencies (JTPA. state employment services, mental health, local educa- 
tion institutions, etc ) 



3 Colleges and universities (courses, staff members) 



4 Professionals 



5 Business and industry 



6 Professional organizations (conferences, position paper publications, workshops) 



7 Commercial firms and outside consultants 



8 Local and county governmental agencies 



9 State governmental agencies 



47 




ERIC 



INDIVIDUAL 
FEEDBACK 



7 V 



Qhtefc to taa that you r»v» ttitaO at laaat ont ataff daveiop- 
^lifWWtef otohotWi* atria staff davajopmant iourcet 
eatagoriaa. 



Review your worksheet Staff Development Sources to be sure that-- 

1 you have listed one example for each type of source, and 

2 the sources you have listed are actually available to your program. 



GROUP 
ACTIVITY 



Vfat* Inamttt oroMpt lodtvtiopt mtttar Matyift eJataff daval- 
opro«rrtaour»« that ara actually available to your program. 



Note: The following outline is to be used by the workshop facilitator 



Facilitator s Outline 


Notes 


A Starting Point 






1 Have participants work in the same 
groups that they were in for the pre- 
vious learning activities. 






2 Have participants complete the 
Individual Activity 






B Sharing Information 






1 Tell participants that they will be 
sharing their staff development 
sources and developing a master list 
for use in planning staff develop- 
ment for their program 






2 Have the group start with the first 
category, current staff members, and 
sham staff resource ideas 


The recorder lists these ideas 




:\ Have the group discuss the advan- 
tages and disadvantages of each 

resource 
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Facilitator's Outline 



Notes 



4 Have the group continue this pro- 
cess for each of the other staff 
development sources 

C Summarizing Staff Development 
Resources 



The recorder continues to list activities for 
each area 



1 Review the idea that there are many 
typos of staff development sources 

2 Indicate to the groups that they have 
now developed an initial list of staff 
development sources that they will 
want to expand in the future 



3 Emphasize the idea that it is impor- 
tant to evaluate the advantages and 
disadvantages of each staff devel- 
opment source for the participant's 
program needs 



D Preparing for Learning Experience 4 

1 Tell the group that they need to 
identify one high- need competency 
for use in the next activity 



2 Have each group examine the hand- 
out Summary of Team Training 
Needs, which they completed in 
Learning Experience2 They should 
select one competency that the 
group needs 
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Learning Experience 4 

Developing a Staff Development Plan 



OVERVIEW 


COMPETENCY 


Develop a detailed plan for a staff development session that 
includes needs of participants competencies to be a 1d rested, 
date and time of session, general content, goals, r ojectlves, 

lAArnina nrfivitiAA rmlttrfmrttn AnninmAitt and mfttarifllft And 

evaluation procedures. 


HEADING 


Read Competency 4 on page 18. 


INDIVIDUAL 

LEARNING 

OBJECTIVE 


Develop a detailed plan for e competency including a goal : 
objectives, procedures, and evaluation. , v ^ 


INDIVIDUAL 
ACTIVITY 


Develop a plan for a competency. 

,* r> ' '.V. .<*•<' 


INDIVIDUAL 
FEEDBACK 


Check to see if you have a clearly stated plan that includes a 
goal objectives, procedures, and evaluation. 


GROUP 

LEARNING 

OBJECTIVE 


Develop a group plan for staff development related to the 
competency that your group has selected. 


GROUP 
ACTIVITY 


Work in a small group to develop a group plan for a staff 
development program. 
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inviTivvM Develop a plan for a competency 

ACTIVITY 



In this activity you will be developing a plan for a staff development activity to help staff improve M 
skills related to one career guidance staff competency 

Review th€» reading for Competency 4 on page 18 As you read, note that a staff development plan 
should be specific and realistic in terms of your program setting and resources 

Review the Staff Development Checklist to gain a clearer understanding of some principles that guide 
your planning of statf development activities 

Review the Sample Staff Development Activity Plan Note that a staff development plan should 
include 

1 a goal statement that reflects the staff development competency on which the training will focus: 

2 several objectives that state the specific skills and knowledge which the staff will achieve as a 
result of the training. 

3 a complete aescnption of the procedures that will be used during the training, including what will 
be done and who will be responsible for doing it; and 

4 a description of the procedures that will be used to evaluate the staff development activity 
Now complete the worksheet Staff Development Plan Follow these steps 

1 List the competency selected in Learning Experience 3 or another one of high need 
? Restate the competency to make a goal statement and list the statement on the form 

3 Develop two to four specific objectives related to the goal statement and list them on the 
worksheet 

4 Describe the procedures that you think could be used during the staff development activity (You 
might want to review Learning Experience 3 when developing these activities ) 

5 Develop some procedures that you think might be used to evaluate the staff development activity 
and list these on the foim (Do not design the actual evaluation instruments at this point You will 
he doing that during Learning Experience 6 ) 
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Worksheet 
Staff Development Plan 



Competency 



Goal 



Objectives 



Procedures 



Evaluation 
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INDIVIDUAL 
FEEDBACK 



Check to see if you have a clearly stated plan that includes a 
goal, objectives, procedures, and evaluation. 



Review your worksheet Staff Development Plan to be sure that you have-- 
1 stated your cjoal clearly. 

? listed two to four objectives which describe specific skills and/or knowledge which the staff will 
gam 

:\ described the learning activities including what will be done and who will do it. and 
•\ suqqested procedures that can be used to evaluate the staff development activity 



GROUP 
ACTIVITY 



Work in a small group to develop a group plan for a staff 
development program. 



Note: The following outline is to be used by the workshop facilitator 



Facilitator s Outline 



A Starting Point 

1 Tell participants that they will be 
working together in small qroups to 
«.h»ne the staff development plans 
that thny develop in the Individual 
Af * i v 1 1 y 

, ) H a v » • participants complete the 
Individual Ar tivity 

R Sh;ir inq infnt ma* ion 

1 Haw participants shan 1 t hi< 1 1 r pro 
i ) r i n \ d» « '!( >p nu »nt plans 

,' \ l . i v » 1 thp 'jroup discuss the 1 plans in 
1 1 • r r f > ■ , nf appropriateness for their 
faH ( . r i r i r i resource's required 
anda'thr ipa'fd'.iir ( p'.'. of *sirh plan 



Notes 
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Facilitator s Outline 


Notes 


3 Ask each group to select one plan 
that seems promising for further 
development 




C Developing a Group Plan 




1 Be sure that each group has selected 
one individual plan for further 
development 




2 Tell the groups to review the plan 
and try to make it more specific and 
practical wherever possible 




1 Tell parh nrr .jn to select a recorder 
to record the revised plan on hand- 
out. Group Staff Development 
Activity Plan on page 57 




D Fppflhapk 

17 1 t . v.. \J \ ) CI vj r\ 




1 Roview the elements of a stiff 
development activity plan (a) goal, 
(b) objectives, (c) procedures, and 
(d) evaluation 




? Review the group plan for each group 
and give suggestions about how to 
make it more specific and complete 





NOTES 




Handout 

Group Staff Development Activity Plan 

Competency 

Goal 

Objectives 

Procedures 

Evaluation 
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Learning Experience 5 

Designing an Individualized Staff Development Plan 



OVERVIEW 



COMPETENCY 



READING 



INDIVIDUAL 

LEARNING 

OBJECTIVE 



INDIVIDUAL 
ACTIVITY 



INDIVIDUAL 
FEEDBACK 



GROUP 

LEARNING 

OBJECTIVE 



GROUP 
ACTIVITY 



design and imtffement an individuated ptotesstonat devel- 
opment piattf v j{ • ' 'X ^ ..;.t; y% s ; , 



CO 



Develop :f : 

competing 



_ ....^.._JU : iiMPi^fiWi 

oping your tndivtduat Staff D e v e l op ment ftiirv .. 



Chse*<*s*Jfy*».M^ 



Revise your Individual Staff Oavalopmant Plan based on Input 
you receive from another "srticlpant. 



Work with another participant to critique aach other's Individ- 
ual Staff Oavalopmant Plan and revise your own plan based on 

the critique. 
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INDIVIDUAL 
ACTIVITY 



Develop a plan for increasing skills related to a selected 
competency. 



In this activity you will select a competency and develop an individual staff development plan to help 
you improve your skills re 1 ted to that competency 

Review the* reading for Competency J on page 24 Af, you read, note the following 

1 Staff development may be conducted on a group or individual basis 

? The steps in developing an individual staff develop plan include-- 

ri determining needed competencies. 

h assessing current skill level on needed competencies 

c establish ng a date for improving smIIs and knowledge. 

d identifying resources that can be used. 

e establishing individual staff development goals. 

f developing individual objectives, 
g identifying specific learning activities, 
h providinn references and resources. 

i providmy equipment and materials. 

I designing and using evaluation, and 
k conducting follow-up 

Now complete the worksheet Individual Staff Development Plan Review your individual n*mgson the 
Guidance Personnel Competencies Survey from Learning Experience 2 Select one of you; e highest 
rated competencies for this activity and write it on the worksheet 
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Worksheet 
Individual Staff Development Plan 



Competency 



Individual Staff Development Goal 



Individual Staff Development Objectives 



Date When Objectives Will Be Met 



Individual Learning Activities 



References and Resources Needed 



Equipment and Materials Needed 



Evaluation Plan 
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INDIVIDUAL 
FEEDBACK 



Check to tte if you have followed the important steps in devel- 
oping your Individual Staff Development Plan. 



Review your worKsheet Individual Staff Development Plan, to be sure that — 

1 you feel confident that the competency you have selected is both important and is one in which 
you need to improve your skills, and 

2 you have designed each of the steps in your Individual Staff Development Plan as thoroughly as 
; ossible 



GROUP Work w,tn anotner participant to critique each other's Individ- 

7"Jf u V, ual Staff Development Plan and revise your own plan based on 

ACTIVITY the critique. 



Note: The following outline is to be used by the workshop facilitator. 



Facilitator s Outline 


Notes 


A Starting Point 




1 Tell the participants that for this 
activity they will work in pairs 


If necessary, some participants can work in 
groups of three. 


2 Have them select a partner for the 
activity 




3 Have participants complete the 
Individual Activity 




B Sharing Information 




1 Have one of the participants share 
his or her staff development plan 
with his or her partner 




? Have the partner critique the plan 
and give suggestions about how the 
plan might be improved 




3 Ha vp thp partners reverse roles 
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Facilitator ft Outline 



Notes 



C Revising Individual Staff Development 
Plans 

1 Have the participants revise their 
Individual Staff Development Plans 
based on the feedback they have 
received from their partners. 

2 Have partners exchange their revised 
plans for review 

D Feedback 

1 Review the participants revised 
plans 

? Indicate that Individual Staff Devel- 
opment Plans are a major way of 
providing training in competencies 
which are a high need for only a few 
members 
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Learning Experience 6 

Evaluating Staff Development Programs 



OVERVIEW 



COMPETENCY 



READING 



INDIVIDUAL 

LEARNING 

OBJECTIVE 



INDIVIDUAL 
ACTIVITY 



INDIVIDUAL 
FEEDBACK 



GROUP 

LEARNING 

OBJECTIVE 



GROUP 
ACTIVITY 



Evaluate the program's staff development effort in terms of 
participants' progress and the impact of the effort upon the 
agency, and make appropriate modifications. 



Read Competency 6 on page 25. 



Develop an evaluation activity to measure the extent to which 
you have achieved your individual staff development objec- 
tives that you developed during the last learning experience. 



Develop an evaluation plan for your individual staff develop- 
ment activity. 



Check to see if you have followed basic evaluation principles 
in developing your Individual Staff Development Evaluation 
Plan. 



Revhe your Individual Staff Development Evaluation Plan 
based on input you receive from another participant. 



Work with another participant to critique each other's Individ- 
ual Staff Development Evaluation Plan and revise your Own 
plan based on the critique. 
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INDIVIDUAL 
ACTIVITY 



Develop an evaluation plan for your individual staff develop 
ment activity. 



In this activity you will develop an evaluation plan for your individual staff development plan developed 
m Learning Experience 5 

Review thp read.ng for Competency 6 on page 25 As you read, note the following: 

1 There are four basic types of evaluation 

,i Pretest is an objective procedure for measuring the need for training related to a competency 

h Process evaluation measures how effective a training activity was and provides suggestions 
f r > r revision of the training activity 

c lutcom* evaluation measures the extent to which the staff development objectives were 
achieved 

d Follow-up measures the extent to which the outcomes of training were achieved and provides 
further information ahout how to revise the staff development activity 

? An adequate staff development evaluation plan provides procedures for conducting all four types 
of evaluation 

Now complete the worksheet Individual Staff Development Evaluation Plan. Follow these steps 

1 Develop a plan for process evaluation which includes information about r.ow effective your staff 
development activities, resources, and materials were in helping you meet the objectives 

2 Develop a plan for outcome evaluation and record it on the worksheet This should include 
information about how much you have increased your skills during the individual staff develop- 
ment activity 

A Develop a follow-up plan for your individual staff development activity This should include 
• '■formation about how you will evaluate your skill improvement several months after you have 
t ■ >mpleted the activity 
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Worksheet 

Individual Staff Development Evaluation Plan 

Competency 



1 Process Evaluation Plan-evaluation of the effectiveness of your individual staff development 
activities 



? Outcome? Evaluation P' in- -evaluation of the extent to which you have improved your skills related to 

the competency 



"< F ollo»v up Evaluation Plan- evaluation of the extent to which you have maintained your improved 
skills several months after you have completed the activity 
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INDIVIDUAL 
FEEDBACK 



Check to see if you have followed basic evaluation principles 
in developing your Individual Staff Development Evaluation 
Plan. 



Review your worksheet Individual Staff Development Evaluation Plan to be sure of the following 

1 You have developed evaluation activities that will provide process, outcome, and follow-up 
information They should be specific and ready to use during your individual staff development 
activity 

? You are prepared to share your evaluation activities with a partner during the group activity. 



GROUP 
ACTIVITY 



Work with another participant to critique each other's Individ- 
ual Staff Development Evaluation Plan and revise your own 
plan based on the critique. 



Note: The ^Mowing outline is to be used by the workshop facilitator 




Facilitator s Outline 


Notes 


A 


Starting Point 






1 Tell the participants that for this 
activity they will work in pairs 


If necessary, participants can work in groups 
ot three 




? Have thorn select a partner for the 
activity 


Try to use the 1 same pairs which were used in 
Learning Experience 5 




3 Have participants complete the 
Individual Activity 




B 


Sharing Information 






1 Have one partnei share his or her 
evaluation plan with thp other person 

? \ '.ive the partner critique the evalun 
tu m plan ind give suggestions about 
h< >w tn improve the plan 


Circulate to be sure that the participants are 
designing specific evaluation procedures (e g 
test items questionnaires inter iew questions, 
behavior samples etc ) 




A Hjvr thi ■ p,i" i f i'Vi *f f *e r ' : e r , 
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Facilitator s Outline 



Notes 



C Revising Evaluation Plans 

1 Have partners revise their evalua- 
tion plans based on the feedback 
they have received from their partner 

? Have partnersexchange their revised 
plans for review 

D Feedback 

1 Review the participants' revised 
plans 

? Review the lour types of evaluation 
including fa) pretest, (b) process. 
k.) outcome, and (d) follow-up 

3 Stress the idea that these types of 
evaluation are needed in both indi- 
vidualized and group staM develop- 
ment programs 
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EVALUATION 



PARTICIPANT SELF-ASSESSMFNT QUESTIONNAIRE 



i N*ini»' fOpffnm«il i 
i' Position T • |U* 

Agency Setting (Circle the appropriate number) 



fj £ ierm«ntary School 

7 Smc ontfnry Srhool 

R Posffsec ondary Si hoo! 

9 College University 



10 JTPA 

11 Veterans 
1? Chmrh 

13 Correct ons 



14 

15 

16 
17 



3 Date 



4 Mooule Number 



Youth Services 
Business Industry 
Management 
Busmesslndustry Labor 
Parent Group 



18 Municipal Office 

19 Service Organization 
?0 State Government 
21 Other 



Workshop Topics 



PREWORKSHOPNEFD FOR TRAIN- POSTWORKSHOP MASTERY OF 
ING Degree of Need (circle one (or TOPICS Degree of Mastery (circle 
each workshop topic) one for each workshop topic) 



/ 



/ 



1 Identifying specific competencies which 
are important to you in your current job 
position 

2 Developing a list of competencies needed 
by your staff in implementing a compre- 
hensive career guidance program 

3 Identifying competencies for which you 
have a high need for training 

4 Dnvelopmga group list of competencies 
which are high need for training 

5 Identifying sources of staff development 
which are available to your program 

6 Developing a comprehensive group list 
of staff development resourc s 

7 Working individually to develop a staff 
development plan for a selected 
competency 

8 Working in the group to elaborate upon 
a staff development plan for a selected 
competency 

9 Devolopmq an individ"alized staff devel- 
opment plan for a competency which 
you have selected 

10 Working with a partner to receive feed- 
back about and revise your individual 
staff development pi; n 



0 
t 
0 
0 
0 



2 3*4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 



0 
0 
0 
0 
0 



2 3 

2 3 

2 3 

2 3 

2 3 

2 3 

2 3 

2 3 

2 3 

2 3 
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1 1 Oi'vHnpimj .hi evaluation plan for your 

individualized staff development plan 01234 01234 



1? Working with a partner to receive feed- 
back about and revise your evaluation 

plan 01234 01234 

Overall Assessment on Topic of Conduct 

Staff Development Activities 01234 01234 

Comments: 
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Trainer's Assessment Questionnaire 



r r airier Oate 

Titlp of Module _ 

Training Time to Complete Workshop 

Participant Characteristics 

Number in Group Number of Males 

Distribution by Position 

Elementary School 

Secondary School 

Postsecondary School 

College/University 

JTPA 

Veterans 

Church 

Corrections 



Module Number 



hrs mm 

. Number of Females .„ 

Youth Services 

Business/Industry Management 
Business/Industry Labor 
Parent Group 
Municipal Office 
Service Organization 
- State Government 
Other 



PART I 

WORKSHOP CHARACTERISTICS— Instructions: Please provide any comments on the methods and 
materials used both those contained in the module and others that are not listed Also provide any 
commonts concerning your overall reaction to the materials, learners' participation or any other 
positive or neqntivp factors that could have affected the achievement of the module s purpose 

1 Methods (Compare to those suggested in Facilitator's Outline) 



? Matnnals (Comparp to those suggested in Facilitator's Outline) 



t /fp.ir tmn (Partic ipant fraction to content and activities) 
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PART II 



WORKSHOP IMP AC Instructions: Use Performance? Indicators to judge degree of mastery (Com- 
filete responses for all activities Those that you did not teach would receive 0 ) 

Group's Degree of Mastery 







Not 


Little 


Some 


Good 


Outstanding 






Taught 


(25% or less) 


(26%-50°o) 


(51%-75%) 


(over 75°.,) 






Note: Circle the number that best reflects 


your opinion ot 


group mastery. 

— 


— , — m _ 

Learning Experience 


1 












Group 




0 


1 


2 


3 


\ 


Individual 




u 


4 
1 


o 


3 




Learning Experience 


2 












Group 




n 

u 


1 




3 


J 


Individual 




0 


1 


2 


3 




Learning Experience 


3 












Group 




0 


1 


2 


3 


4 


Individual 




0 


1 


2 


3 




Learning Experience 


4 












Group 




0 


1 


2 


3 




Individual 




0 


1 


2 


3 




Learning Experience 


5 












Group 




0 


1 


2 


3 




Individual 




0 


1 


2 


3 




Learning Experience 


6 












Group 




3 


1 


2 


3 




Individual 




0 


1 


2 


3 





Code: 

Little: W»th no r nnrfffi for time or ( irf umstnnrrs within tMininq sottmo, if it nppoars that loss than 2h°* t> f tho lp,pni»rs 
,irhirvr»rj what was mtpnoVd to ho arhiovod 

Some: V. 'th mi r on< Of n for timo or ( ir< umstnnc os within tho t rami no sottinq if it nppon. s t r it loss than f loso to half of 
H»i« liMmi'f •• ,irhn 4 v«'(1 tho Irammq I'xpi'non, c 

Good: W'th rio ( c»ru ««f r> f( ir fin>o f.f ( i re unist«H>f os within thf» tr, lint ri(| sottinq tf it .ippo.irs that W' "'» 0 ' hav»' at hmvorj 
.is raprr t»»U 

Outstanding: 11 nwi'i- »r-,in "V- r>< li»,irnprs rTi,!Stf»r»»rt th»> < ontont as oxpof h'(J 
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PART III 



SUMMARY DATA SHEET— Instructions: In order to gam an overall idea as to mastery impact 
,k hieved iirrii'.s the Loarninn Experiences taught, complete the following tabulation Transfer the 
number for the degree of mastery on each Learning Experience (i e . group and individual) from the 
Workshop Impact form to the columns below Add the subtotals to obtain your total module score 

GROUP INDIVIDUAL 



I earning Experience 


Learning Experience 


i score (1-4) 


1 


score (1-4) 


? scon* (14) 


2 


score (1-4) 


'i score (14) 


3 


score (1-4) 


4 score (1-4) 


4 


score (1-4) 


r ) score (1-4) 


5 


score (1-4) 


h s( ore 1 1 4) 


6 


score (1-4) 


Totdl 




Total 


( arid upi 


(add up) 



Tot.H of the GROUP learning experience scores and INDIVIDUAL learning experience scores - 
Actual Total Score* Compared to Maximum Total* ... 

'Maximum total is the number of learning experience:-* taught times four (4). 
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Performance Indicators 



As you conduct the workshop component of this training module, the fac.litatoi i outline will suqqest 
individual or group activities that require written or oral responses The following list of performance 
indicators will assist you in assessing the quality of the participants' work 

Module Title Conduct Stuff Development Activities 

Module Number CG B-4 



Group Learning Activity Performance Indicators to Be Used for Learner Assessment 



Group Activity Number 1 

1 1 st career guidance competen- 
ces needed by team s program 
staff to implement a comprehen- 
sive career guidance pi gram 



1 Is the list comprehensive 0 

2 Did the group select com pet* ncies from existing competency 
lists 9 

3 Did the group add new competencies which are important for 
their program 9 



A Do the group membe. . agree with the competency list 9 



Group Activity Number 2 

Develop a list of competencies for 
which training is needed 



1 Has the group completed the handout Summary of Training 
Needs 9 

? Were all individual participants' ratings considered when 
completing the training summary form 9 

3 A re the t raining needs summarized as (a) no need, (b) individ- 
ual need, and (c) group need 9 



Group Activity Number 3 

Develop a list of staff develop- 
ment sources which are available 
to the team s program 



1 Is there a master list of resources 9 

2 Are specific sources listed for each of the nine source 
categories 9 



3 Can the team confirm the ava. lability of the sources 9 
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Group Learning Activity Performance Indicators to Be Used for Learner Assessment 



Group Activity Number 4 

Develop a staff development plan 
for one competency 



1 Does the group have a plan 7 

2 Does the plan describe a goal, objectives, procedures, and 
evaluation? 

3 Is the plan specific enough to guide the sta'f development 
activity^ 



Group Activity Number 5 

Develop revised Individual Staff 
Development Plan 



1 Has the individual plan been revised 7 

2 Does the revised plan contain a goal, objectives, target date, 
learning activities, references and resources, equipment and 
materials, and evaluation? 

3 Does the participant feel comfortable with the plan? 

4 Is the plan complete enoug!i to be followed 7 



Group Activity Number 6 

Developa revised evaluation plan 1 Has the evaluation plan been revised? 
foran Individual Staff Development 
Plan 



2 Does it include process, outcomes and follow-up evaluation 
procedures 7 

3 Are the procedures stated clearly enough to be used without 
further development 7 
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tHfvrlnpmtj antj Conducting In-Service Programs 
Ai Stiller N.itional Consortium on Computency- 
BasedV ;M Development American Institutes for 
Hese;;u.h Palo Alto California 9430?. 1978 Cost 

This document is directed toward individuals 
responsible for providing inservico programs for 
career guidance personnel It is designed to 
assist persons in increasing their understanding 
of the stages activities, and issues involved in 
developing an inservice program and the com- 
petencies required The publication addresses 
the principles of an inservice program and three 
stages in *he development of an inservice pro- 
gram-problem identification, program develop- 
ment and conducting the inservice program 
A( tivities are dispersed throughout *ho publica 
tion to aid the leader in obtaining the necessary 
Skills 

Planning Conducting, and Evaluating Workshops 
I any Nolan Davis and Earl McCalhon Learning 
Concepts ? r >01 N Lamar. Austin. Texas 7870b. 
1974 Cost $16 95 

This book is a complete guide on how to put 
together a workshop It is divided into three main 
parts The first part Planning the Workshop 
deals with assessing needs specifying learning 
objectives selecting resources designing learn- 
ing activities budgeting making arrangements, 
rehearsing and packior; The second part Con- 
dw< tmri the Workshop i overs setting up. setting 
thr U emng climate agreeing on objectives 
direr '.nr| learning ac tivities, and closing shop 
"h»- third part pertains to evaluating the work 
■ J-np T hroiKjhout the book there are worksheets. 



and Planning. Conducting, Evaluating Workshops: 
A Manager's Guide to Staff Development, wh'ch 
very briefly presents major points found in the 
larger document 

Staff Development: A Procedural Guide for the 
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Valija Axelrod, Harry N Drier, Karen S. Kiminel. 
Mary Korfhage, and Karin 5 Whitson TheNahonal 
Center for Research in Vocational Education, 
1960 Kenny Ropd. Columbuu. Ohio 43210. 1977. 
Cost $2 18 

This handbook was developed in respor ^e to the 
need for direction in planning and conducting 
inservice education programs It is intended pri- 
marily for those individuals responsible for ihe 
staff development element of a guidance pro- 
gram Topics covered in the handbook .nclude: 
planning, conducting, and evaluating staff devel- 
opment workshops; inservice program activities; 
various workable inservice ideas Also described 
in the handbook are a set of career guidance 
program staff competency starementi. a staff 
assessment survey a sample staff development 
planning giude. and other practical tools The 
primary targetNaudience of the handbook is r ural 
school personnel, but the concepts presented are 
appl'cabU? to other settings 

Sta'f Deveiopnient in Career Guidance: A Facilita- 
te* s Handbook Geoffrey i Mack. Warren C 
Bonney and John C Dagley Department of 
Counsehrg and Human Development Services. 
College of Education. University of Georgia. 
Athens. Georgia. 1976 
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I h» fin ir, uf Mn\ handbook is on helping pro 
».pe< tivt» croup leaders prepare for t hf m r staff 
development activities in career guidance by 
reviewing some basic principles of group dynam- 
ic s and group procedures The document is 
• li»s'(jnef j to sei ,e as an overview to be read by 



individual workshop leaders and perhaps 10 be 
discussed with others pror to the implementation 
of a comprehensive staff development program 
The handbook should be helpful to persons who 
want to increase the.r competence and confi- 
dence in group leadership 
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FOR RESEARCH IN VOCATIONAL EDUCATION 
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Competency-Based Career Guidance Modules 




CATEGORY A: GUIDANCE PROGRAM PLANNI VQ 

A-1 Identify and Plan for Guidance Program 
Change 

*-2 Organize Guidance Program Development 
Team 

A-3 Collaborate with the Community 
A-4 Establish a Career Development Theory 
A-5 Build a Guidance Program Planning Mo</el 
A-6 Determine Client and Environmental Needs 

CATEGORY t: SUPPORTING 

EM Influence Legislation 
B-2 Write Proposals 

B-3 improve Public Relations and Community 

Involvement 
EM Conduct Staff Development Ac. vities 
B-5 Use and Comply with Administrative 

Mechanisms 

CATEGORY C: IMPLEMENTING 

C-1 Counsel Individuals and Groups 
Tutor Clients 

Conduct Computerized Guidance 
Infuse Curriculum-Based Guidance 
Coordinate Career Re?n»rce Centers 
Promote Home-Based Guidance 



C- 
C 
C- 
C- 




C-7 Develop a Work Experience Program 
C-8 Provide for Empioyabillty Skill Development 
C-9 Provide for the Basic Skills 
C-10 Conduct Placement and Refe. ral Activities 
C- 1 1 Facilitate Follow-through and Follow-up 
C-12 Create and Use an Individual Career Devel- 
opment Plan 
C-13 Provide Career Guidance to Girls and 
Women 

C-14 Enhance Understanding of Individuals with 
Disabilities 

15 Help Ethnic Minorities with Career Guidance 

16 Meet Initial Guidance Needs of Older Adults 

1 7 Promote Equity and Client Advocacy 

18 Assist Clients with Equity Rights and 
Responsibilities 

C- 1 9 Develop Ethical and Legal Standards 



CATEGORY D: OPERATING 

D-1 Ensure Program Operations 
D-2 Aid Pro'essio Growth 

CATEGORY E: EVALUATING 

E-1 Evaluate Guidance Activities 
E-2 Communicate and Use Evaluation-Based 
Decisions 





1 . '■'/.« 



Published and d'sf-buted by Bell & Howell Publication Systems Division. 

Old Minsfiotd Road Wooster. Ohio 44691 90S0 1 300-321 9A81 or m Ohio call (216) 264 6666 



BELL HOWELL 



Q ISBN 0-934425-10-8 

ERIC 



